Evergreen Indiana Cataloging
break-out session

Cleaning up




& Why do | need to do cleanups?
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Since only one bibliographic record for each unique
entity should be entered into the database, the

title record is “owned” by all participating libraries,
and catalogers from any library may edit a

bibliographic record, if it is called for. Adding,

deleting, or editing a bibliographic title record
should be undertaken in accordance with

Evergreen Indiana Cataloging Policy and

Procedures.
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How do | clean-up records?

nly an Evergreen Indiana Certified Cataloger
(Cat-1) may import, overlay, merge, edit,
create and delete MARC records.

* To become certified, you must successfully

complete the Evergreen Indiana Advanced
Cataloging class.
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How did they get so messy?

ew records (easy to find, easy to fix!)

New libraries (easy to fix, not as easy to find)

De-dupe projects (expert level: HIGH!)




Delete, overlay, merge, transfer

Evergreen Indiana cataloging manual

http://www.in.gov/library/5089.htm

Deleting bib records Chapter 18
Overlaying records Chapter 13
£§Werging records Chapter 19

iansfering holdings Chapter 10
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http://www.in.gov/library/5089.htm

Deleting

When deleting records from Evergreen Indiana, it is
extremely important to use caution. Be certain that
you are deleting what you wish to delete. If you
delete the only item attached to particular
bibliographic record in the Evergreen Indiana system,
the bibliographic record will be deleted from the
system. This can be done even by a cataloger with
only copy level permissions.

Only bibliographic records with no holdings
may be deleted.
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Overlaying

Overlaying a record is the process of importing a new
MARC record to replace a record currently in the
system. This would be done if the existing record is

insufficient in some way, needs updated, or to
replace temporary records.
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~* When arecord is overlaid, any holdings that were
- attached to the original record will be attached to
the replacement. Essentially the new record takes
the place in the system of the record being overlaid.
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Merging

The merge function allows you to eliminate duplicate
bibliographic records. You select the best record and the
holdings and any patron holds from the other records are
transferred to the lead record selected. The merged records

which were not selected as the lead are deleted from the
catalog.
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When merging records, take care to ensure that the records

- doindeed match. Please use the same criteria for matching

. records to be merged that you would use to catalog an item. If
there is any question as to whether or not the records should

be merged, do not merge them. It is much easier to merge
records than to unmerge them.
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Transferring

Transferring allows you to move holdings from one record or
branch to another. This is useful when items have been
attached to the wrong record during migration, when they
have been mis-cataloged or mis-merged, or when you have

items that will be transferred permanently to a different
branch of your library.

Transferring volumes means transferring a call number and all

items attached to that call number simultaneously to another
catalog record or another library.

Transferring items means transferring a single specific item
without the call number to a different call number. It can be a

different call number on the same record or a call number on
a different record
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Reports

Think you’re going

CRASH

Great!

When you get there
look me up and I’ll
SHOW YOU AROUND!




Reports

My Folders
Templates
Reports

* QOutput

e Shared Folders




How to find what you want

Shared Folders
Templates
isl-jasonb
Reports Taskforce (EG-IN)
Shared Templates (EG-IN)
Bibliographic Records (EG-IN)
Bills (EG-IN)
Circulation (EG-IN)
Collection (EG-IN)
Holds (EG-IN)
ltems (EG-IN)
Patrons (EG-IN)
Requests (EG-IN)

Transits (EG-IN) EVERILGREEN

INDIANA

OPEH SOURCE INTEGRATED LIBRARY SYSTECM




Fix de-dupes

3 wwplw-shelley@WWPLW-tech services.evergreen.lib.in.us E].
File Edit Search Circulation Cataloging  Acquisitions  Booking Admin (=) Help
1 Reports | 2 Report Qutput: blu-rays2.5 | 3 Bib Record: 7088684 | 4+ x

[ Reload ] [GU Forward ]
‘ou are loooed in as wwplw-shelley
Ty Folders Requests: created by isl-jasonb
Templates
Eenoris Create a new report from selected template [+ -
Cutput
Limit outputto | Al [+]
[Shared Folders
Templates Select All Mone | name description create_time | owner |
Reports il Countuobf:;?vms by Library, item count. 2010:;_3?4 2 isl-jasonhb
Qutput :
Iltems with Circ Modifier 2013-11-12
¥ Aftached to Records Lists TCH, record type, record id, and itern barcode for selected cire modifiers and recard types. 1026 isl-jasonb
wiith Type .
Manthly Circ by . . . 2013-09-03 .
F Shelving Lacation Shelving location and circ count 1558 isl-jasonb
I hManthly Circulation by Circulation maodifier and count for circs opened between dates. Checkouts to Internallse 2013-09-24 isLiasonb
Circ Modifier accounts are ignored. 09:05 Isi-fasonh
] ME{SEES;;S;;?I&%W FPlease clone this template and add any addition fields you would like. This version shows the 2013-08-09 isLiasonb
Perry Twp Stat Cats libraries items were circ'd fram, and the count. 12:06 iskiasent
Lists ltern Library, patron barcode, and iterm barcode for item s with hills checked out from
I Open Bills for selected location(s). IF the library so chooses, fines and fees can be forgiven. Lost fines and fees 201 3-11-21 isLiasonb
Bookmohile Patrons can be forgiven for YOUR OWN ITEMS OMLY. Ifthe term Library is outside of vour library system 15:41 Isi-fasonh
and the itern is lost, you will have to contactthe other library to discuss payment options.
I FPrevious horrowers for dat d f " " 2013-09-24 L I
s fem ate and name for previous patrons 0956 isl-jasonb
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Fix call

% 4: wwphw-shelley@WWPLW -tech services.evergreen.lib.in.us =l

File Edit Search Circulation Cataloging  Acquisitions  Booking Admin (=3 Help

1 Reports | o4 x
Cebug

Go Back Reload Go Forwargd

You are logged in as wwplw-shelley ™
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My Folders

=& | Templates
= Reports

= 1 putput

[Shared Folders

Templates
ltpll-localadmin
ptplp-localadmin
miplr-localadmin
cople-localadmin
pvplp-localadmin
admin
armpla-localadimin
tcpeplt-localadmin
hitplh-lacaladmin
hrm-plobaladmin
hnple-localadmin
fiplt-localadmin
lipll-lacaladmin
apl-localadmin
mutplm-localadmin
megueen
wgtplw-localadmin
cdurbin
owplo-globaladmin
isl-jasanhb

bd Reports Taskforce (EG-1M)
S Shared Templates (EG-1M)

Bibliographic Records (EG-IMD
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Eibliographic Records: created by isljasonb
Create a new repor from selected template v| [ Submlt]
Limit output to
Select &l Mone name description create_time owner
) All Record Ids for Titles Record Id, copy count for all iterms held at selected libraries. This can be used to prepare an 2013-06-24 Isllasont
: - -
with Holdings initial catalog extract for Boopsie. Output should be .csv, and can then be used in MARC Extract. 12:06

Zount of Records The number of records thatwere added hetween dates by users at specified libraries. Broken 501 2-06-18

(L Added by Library out by library and creator. "Home Libran® refers to the home library of the user(s) that created 1457 isl-iasonb
hetween Dates records during that time.
Library, call number, location, title, author, and barcode of iterms with matching Indexed Subject
) List tems with Fields. Finding records requires that the specified library has holdings on them! Also note that 2013-03-25 Isllasont
- L
Matching Subjects the suhbjects are not displayed hecause ifthere is more than one matching subjectin a MARC 1611 =
recard, duplicate results would be displayed for those itermns.

List Records with

) Specific Fields Limited Lists the recard id, title, field, and field value for specified fields. Reguires that a library has 2013-01-30 Li b
iIsliasoniy
by Iterm Shelving holding=s on the recard! 14:23 isl-iason
Location
Record Ids for Titles Record Id, copy count for iterms added since date at selected libraries. This can be used to 501 3-06-24
(L with Holdings Added  prepare an ongoing catalog extract for Boopsie. Output should be .csv, and can then be used in 1220 isl-jasonb
Since Date MARC Extract.

Bills (EG-1M
Circulation (EG-1RY
Collection (EG-1F
Holds (EG-1hY
lterns (EG-IM
Fatrons (EG-IMY
Reguests (EG-IM
Transits (EG-IM)
reveiland
vcplp-localadmin
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For more FAQs

Questions about cataloging in Evergreen can be
posted to the ListServ:

evergreen indiana-catalog@lists.in.gov

or you can email any El Cataloging Committee
member.

Cataloging tips of the week can be viewed online at
http://www.in.gov/library/3700.htm
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